
 
CALIFORNIA DEPARTMENT OF VETERANS AFFAIRS

Veterans First 

Classification: ASSOCIATE ADMINISTRATIVE ANALYST 
 (ACCOUNTING SYSTEMS)  ($4316 - $5247) 
 Permanent, Full time 
 
Location: Department of Veterans Affairs 
 VHC Accounting Office 

1227 O Street 
Downtown Sacramento 

 
Who Should  
Apply: Current State employees within this classification or those who are eligible     
                 on a certification list, transfers, or reinstatement. SROA PROVISIONS 
 APPLY. 
 
Duties and 
Responsibilities: Under the direction of the Medical Billing Unit Manager, the Associate  
 Administrative Analyst: 

o Evaluates, implements, and maintains accounting systems to meet Federal and State Laws, Rules 
and Regulations related to Fiscal processes and to support the Veterans Homes of California, 
Accounting Operations. 

o Provides CALSTARS Table Maintenance for Veterans Homes of California 
o Provides support services to Program and Accounting Managers. Analyzes system problems to 

assess impact on the fiscal data of the Department.  Acts as a consultant in review of proposed 
business practice changes necessary to utilize the Meditech System and remain in compliance with 
current fiscal standards. 

o Uses various systems software and systems design tools including CALSTARS, Monarch, database 
and word processing products to facilitate the analysis. Meets with Data Processing staff to represent 
users and to assist in the analysis and design of desired or needed system changes. 

o Develops and generates system reports, ongoing and unique one-time reports requested by 
management.   

o Serves on study teams to plan, develop, and implement new programs, policy, and/or legislation. 
o Establishes accounting procedures for new functions and processes required by new programs, 

legislation, and/or accounting requirements.  Improves efficiency and resolves accounting 
problems. 

o Participates in the Year-End Financial Statements Process for the three Veterans Homes and 
Headquarters staff including preparing the Task Checklists and meeting with staff to ensure deadlines 
are met. 

o Performs special duties, investigations and one-time special assignments as directed. 
 
Desirable Qualifications: Knowledge of accounting principles, procedures and computer applications including 
but not limited to CALSTARS, Monarch, database and word processing products. 
 
How to Candidates should submit a State Application (STD. 678)
         Inquiries: 

 Apply:  and résumé to: 

  Department of Veterans Affairs Voice: (916) 653-2535 
  Human Resources Division TDD: (916) 653-1966 

1227 “O” Street, Room 402   
  Sacramento, CA  95814 

Attn: Jacquie Ruiz, Ref M80# 029-06/07
 
In Line #12 on the State Application, you must clearly indicate the basis of your eligibility; i.e., List, 
Transfer, SROA, Surplus, Re-employment, or Reinstatement.  Failure to do so could result in being 
rejected from the interview process. 
  

Final Filing Date:  September 15, 2006
 
 AN EQUAL OPPORTUNITY EMPLOYER - EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL 
STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.  IT IS AN OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 
A DRUG-FREE STATE WORKPLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE 
BECAUSE THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, THE RULES GOVERNING CIVIL SERVICE AND THE SPECIAL TRUST 
PLACED IN PUBLIC SERVANTS.  PER MILITARY AND VETERANS CODE, SECTION 80, WHENEVER POSSIBLE, PREFERENCE SHALL BE GIVEN TO VETERANS FOR 
EMPLOYMENT IN THE DEPARTMENT OF VETERANS AFFAIRS.   APPLICATIONS WILL BE SCREENED AND ONLY THE MOST QUALIFIED WILL BE INTERVIEWED.   

              PSNO 830-522-5304-002                                  BULLETIN RELEASE DATE:  9.01.06 
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	1227 O Street 
	Downtown Sacramento 
	Attn: Jacquie Ruiz, Ref M80# 029-06/07 


